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Change Orders Overview

This section summarizes the topics necessary to create, review, deleting a new project
line item, approve, reject and track a change order.

CREATING CHANGE ORDERS
There are four types of change orders that will be utilized by INDOT. The modules for
creating these change orders are listed below.

Overrun/Underrun Change Order
Creating a Change Order Header
Attaching Documents to a Contract (optional)
Viewing an Attachment (optional)
Overrun and Underrun Change Order Items
Change Order Explanations

Extra Work Change Order
Creating a Change Order Header
Attaching Documents to a Contract (optional)
Viewing an Attachment (optional)
Change Order Extra Work Item
Change Order Explanations
Force Account

Time Adjustments Change Order
Creating a Change Order Header
Attaching Documents to a Contract (optional)
Viewing an Attachment (optional)
Change Order Time Adjustments
Change Order Explanations

Zero Dollar Change Order
Creating a Change Order Header
Attaching Documents to a Contract (optional)
Viewing an Attachment (optional)
Change Order Explanations

Final Quantity Change Order
Not to be utilized by INDOT

NOTE: Overrun/Underrun, Extra Work, and Time Adjustments Change Orders can all

occur on one change order as long as they all have the same Reason Code. No items or
time adjustments can be created on a Zero Dollar Change Order.
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CHANGE ORDER APPROVAL PROCESS
The sections for approving a change order are listed below.

Forwarding a Change Order for Review - Optional
Reviewing a Change Order - Optional

Viewing an Attachment

Printing the Change Order Document

Placing a Change Order in Pending Status
Approving or Denying a Change Order

When a Change Order is Denied

Tracking a Change Order

Error Messages

MISCELLANEOUS

After the change order is approved, it is complete.
Items may now be posted using a Daily Work Report (DWR).

A change order may be deleted if it is in draft status and if all change order items, time
extensions and explanations have been deleted from the change order.

NOTE: The Change Order Report printing process will not work in the Training
Database. The user must log into SiteManager via CITRIX and print out a Change
Order from an existing Contract.

NOTE: For this training document log into SiteManager as:
PE/S: d90bclip Area Engineer: d90ffarm Contractor: txxphann
Passwords are all: pass
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Creating a Overrun/Underrun Change Order
Adding items on an Extra Work Change Order.

This is the first step in creating a Overrun/Underrun change order is to create a header.

Main Panel Change Orderz(+] ]
Contract D aily “wéark, Contractor _| h:lrlg'-'_ Civeil thhts[+] bd aterials Arccezsones|+]
Administration(+]  Reports(+] Pawments(+] Orders{+) b anagement(+]

From the Main Panel, “double-click” Change Orders (+).

Change Orders[+] T Change Order Maintenance(+] ]

| b ain Panel

Bl

GELREINEEE Reports (CO+]  Process List

b aintenancel+]

“Double-click” Change Order Maintenance (+)

tain Panel T

Change Order Ehange Order Ehange Order  Item Summary  Change Order Tracking
[kems Time E splanationz Review ¢
Adjuztments Approve

“Double-click” Header.
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¥ AASHTO SiteManager

Chrl-Al+Hk

E Generic Fields ChrHalt+G

Process Status

Contract 1D- ,7 CO MHumber: ’D_ Tentative Yerbal Approval Dates:
Federal: |DD.-"DD.-"DD Local: |00/00/00
CO Created by: | On: |DD.-"DD.-"DD
Status: |Draft Approval Level: |
Description:
Reason Code: | j
CO Type: | ﬂ

[~ Emergency Work

Functions: || 0 Und [ Force Account Bid Contract Amt: [$0.00
[ Ef‘"a w‘_"k [ Z_em D°“a'_ Current Contract Amt: ($0.00
[T Time Adjustment [ Final Quantity CO Amount: [30.00

Reference to:

Dispute: INDOT

“Click” on Services located on the menu bar.
“Click” on Choose Keys.

¥ Select Contract and Change Order g|
Selection
@ Contract 1D |
Find: |
Contract 1D
Contract ID Yendor ID Fed State Proj Nbr Status County Lwl2 Lvl3 Lvl4 Locatiol
R -30001 99-3999333 STF 3387005 ACTY Cosv EEO OM 5F 261 AT DAK

Coa7 EED ON SR 261 AT DAK G

lcosz feen | | [onsR2saT DakE

R -30003

93-3333377

STF 33570
5 E

R -90006 3 coaz EED OMN SR 26T AT DAK
R -30007 33-3393388 STP 3387005 ACTY Coay E60 OM SR 261 AT DAK
< >

OK | Cancel|

The Select Contract and Change Order panel opens.
The bottom panel contains columns for:
e Contract ID: this is the identification number assigned to the contract.
¢ Vendor ID: this is the INDOT assigned number identifying the Prime Contractor.
e Fed State Proj Nbr: this is the assigned Federal or State Project Number.
e Status: this field indicates the current status of the contract, i.e. Pending, Active,
Complete, Archived.
e County: this field contains a letter and number code identifying the county where
the majority of the work is located.
e Lvl 2: this column indicates the District office administering the contract.
e Lvl 3: this column is not utilized by INDOT.
e Lvl 4: this column is not utilized by INDOT.
« Location Description 1: this column is the description of the physical limits of the
contract.
“Double-click” on the appropriate Contract ID.
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P ansHTO SiteManager

File Services Window Help

Contract 1D- IW CO Mumber: lﬁ Tentative Yerbal Approval Dates:
’7 Federal: |DD£DD£DD Local: |00/00,/00
CO Created by: |Update On: |D2x’28a"09
Status: lDraft— Approval Level: |
Description: EEnter a Short Description of the Change Orded
Reason Code: j
CO Type: Ea|

[~ Emergency Work

Functions: [ 0O /Und [~ Force Account Bid Contract Amt: |$858,493.35
[ Ef‘"a w‘_"k u Z_em D°“a'_ Current Contract Amt: |$858,493.35
[~ Time Adjustment [ Final Quantity CO Amount: 50,00

Reference to:
Dispute: I INDOT

he Header will open up with the Contract ID filled in.

CO Number: The CO Number is automatically populated by with the next available
number.

CO Created by: The CO Created by field is automatically populated with the User ID
who created this change order.

On: The On field is automatically populated with the date that the Change Order was
created.

Status: The Status field is automatically populated with Draft until items have been
added to the Change Order.

Approval Level: The Approval Level field is automatically populated with the highest
level a approval needed based on INDOT’s current policy.

Description: this field is used to enter a short general description for entire change order.
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P ansHTO SiteManager

File Services Window Help

Contract ID: [ 50004 CO Number: [003° Tentative Verbal Approval Dates:
Federal: |DD£DD£DD Local: |00/00,/00
CO Created by: |Update On: |D2x’28a"09

Status: IDraft Approval Level: |

Description: |Enter a Short Description of the Change Order
Reazon Code: |ERRORS & OMISSIONS, Design Related
CO Type: |ERRORS & OMISSIONS, Contract Related =l

ERRORS & OMISSIONS, Design Related k
ERRORS & OMISSIONS, Environmental

Functions: |[ERRORS & OMISSIONS, Materials Relted £58.433.35
ERRORS & OMISSIONS, Permis FEE495.05

ERRORS & OMISSIONS, Quantity Related

|
Reference to:

Dispute: I INDOT

- p0.00

Reason Code: the Reason Code should clearly identify one specific impact to the

Contract, the following are the general Reason Codes:

Errors & Omissions: Errors and/or Omissions in the Contract Documents which
prevents the contract from being constructed as intended.

Constructability: Ability to be constructed.

Scope Changes: A change in the project limits or design that revises the original
intent of the Contract.

Changed Field Conditions: Either an existing or new condition that could not
have been reasonably foreseen by either INDOT or the Contractor prior to
beginning the work.

Failed Material: Material failures that result in penalties, reduced payment or
replacement of items of work.

Incentive/Disincentive: Monetary rewards or penalties added to a contract in
addition to the normal Liquidated Damages clause.

Standards/Specs Change: A change in the Contract Specifications as a result of a
Department decision to initiate changes to active contracts on a Statewide basis.
Final Quantity Adjustment: This is not utilized by INDOT.

“Click” on the Reason Code drop-down list.

“Click” on an appropriate Reason Code.

NOTE: A new change order will be written for each separate Reason Code.
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P AAsSHTO SiteManager

File Services Window Help

Contract ID: |F| -50004 CO Mumber: |nu3 Tentative Verbal Approval Dates:
Federal: IDD.-"DD.-"DD Local: |00/00/00

CO Created by: IUpdate l]n:lD2.-"28.-"DS

Status: IDraft Approval Level: |

Description: IEnter a Short Description of the Change Order

Reason Code: |ERRORS & OMISSIONS, Design Related j
CO Type: [CHANGE ORDER ]
ELAIM K
Funetions: | e TENTION AGREEMENT BS80S
FORCE ACCOUNT 558,493.35
LIOUIDATED DAMAGES 0,00
Reference tdSUPPLEMENTAL AGREEMENT
Dispute: THDOT

CO Type: identifies the specific type of Change Order.
“Click” on the appropriate change order type from the CO Type drop-down list.

E-1

Claim: additional compensation due for work or material not clearly covered in the
contract or not ordered as extra work.

Change Order: A written order issued to the Contractor covering changes in the
contract and establishing payment for the work affected by the changes.

Time Extension Agreement: To adjust the completion time of a contract to best
accomplish the scheduling objectives of the State.

Force Account: Extra work in the contract for which the Contractor and the
Department cannot reach agreement on the unit price or lump sum price prior to
performing the work.

Liquidated Damages: Monetary penalty, established in the contract, charged
against the amount due the contractor for failure to complete within the time
allotted for construction.

Supplemental Agreement: Any agreement between INDOT and the Contractor
subsequent to and in addition to the contract.
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Contract ID: |F| 50004 CO Number: |nu3 T ive Verbal Approval Dates:
Federal: IDD.-"DD.-"DD Local: |00/00/00

CO Created by: IUpdate On: ID2.-"2B.-"DS

Status: IDraft Approval Level: |

Descrption: IEnter a Short Descriphion of the Change Order

Reason Code:

CO Type:

ERRORS & OMISSIONS. Design Related j

CHANGE ORDER Ra|

[+ Emergency Work

Functions:

Bid Contract Amt: |$858,493.35
Current Contract Amt: |$858,493.35
CO Amount: |$D.DD

Reference to:

Dizpute:

INDOT

Emergency Work check box: In order to expedite the Change Order Review/Approval
process, the user can select this indicator, which is linked to an ‘Emergency’ indicator on
the Change Order Review/Approval window. The Emergency indicator alerts
approvers that the change order is for Emergency Work.

“Click” the Emergency Work check-box if this change order involves emergency work.

The purpose of the Change Order is defined as its Function. With the exceptions of the
Zero Dollar and the Final Quantity change orders, a change order may have multiple
functions checked, but they must be related to the same Reason Code.

Overrun/Underrun — Overrun/Underrun is used when quantity is added or
subtracted from an existing contract item.

Extra Work — Extra Work is used when additional work items are required to
complete the contract.

Time Adjustment — Time Adjustment is used when the time needs to be
adjusted to reflect the changed time period for a milestone or contract.

Force Account — Force Account is used for extra work in the contract for
which the Contractor and the Department cannot reach agreement on the unit
price prior to performing the work. A Force Account CO requires adding a
new line item to the contract. Only one new line item is allowed per Force
Account change order.

Zero Dollar — Zero Dollar is used for contract adjustments that will not affect
the dollar amount of the contract. Zero Dollar change orders cannot include
any other functions.

Final Quantity — Final Quantity will not be utilized by INDOT. INDOT will
use Overrun/Underrun Change Orders to balance quantities at the end of a
contract.

“Click” the appropriate check boxes from the Function field.

Bid Contract Amt: The original dollar value of the contract.

Current Contract Amt: The original dollar value plus the dollar value of any approved
Change Orders.

CO Amount: The current change order dollar value.

E-1
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P AASHTO siteManager

File Services ‘Window Help
ElEe DS a2 E)

Contract ID: |F| -50004 CO Number: |nu3 F ive Verbal Approval Dates:

Federal: IDD.-"DD.-"DD Local: |00/00/00

CO Created by: IUpdale On: IDZKZB/DS
Status: lm Approval Level: |
Description: |Enter a Short Description of the Change Order
Reaszon Code: |ERRORS & DMISSIONS, Design Related j

CO Type: |CHAMGE ORDER |

[V Emergency Work

: v 0 /Und [ Force A t Bid Contract Amt: IW
[¥ Extra Work [~ Zero Dollar Current Contract Amt: IW
[ Tim ':'-" rch ial Quantity CO Amount: IW—
Reference to: ___ Filter Search

Dizpute: I Filter: INDOT
Fird
Sark:

m

Shiow Filber) Sort

If the change order is related to a Dispute, “right-click” on the Dispute field within the
Reference to: box and “click” on Search.

x

t Status Type Settled Amount Resoll

[Zancell
“Double-click” on the appropriate Dispute ID.

Contract ID: [ -90004 CO Number: [003° Fenlali"e Verbal Approval Dates:

Federal: IDD.-"DD.-"DD Local: |00/00/00

CO Created by: IUpdate On: ID2.-"2B.-"US

Status: m Approval Level: I

Description: |Enter a Short Description of the Change Order

Reason Code: |ERRORS & OMISSIONS, Design Related j
CO Type: |CHANGE ORDER Ea|

¥ Emergency Work

Functions: |[v O fUnd [~ Force A t Bid Contract Amt: |$858,493.35
= Ef‘"a w‘_"k u Z_em D°"a'_ Current Contract Amt: |$858,493.35
[~ Time Adjustment [ Final Quantity CO Amount: 50,00

Reference to:
Dispute: I‘I INDOT

The selected Dispute ID number will populate the Referenced to: field.
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P aasHTO siteManager

Fil= Services ‘Window Help
LR T T =

Contract 1D: [ -50004 CO Number: [003° Fenlali*e Verbal Approval Dates:

Federal: IDD.-"DD.-"DD Local: |00/00/00

CO Created by: IUpdate On: ID2.-"2B.-"DS

Status: m Approval Level: |

Description: IEnter a Short Description of the Change Order

Reason Code: |ERRORS & OMISSIONS, Design Related j
CO Type: |CHANGE ORDER |

¥ Emergency Work

Functions: |[v O Und [ Force Account Bid Contract Amt: |$858,493.35
[ Extra Work I” Zero Dollar Current Contract Amt: |$858,493.35

[~ Time Adjustment [ Final Quantity CO Amount: [50.00

Reference to:

Dispute: I‘I INDOT

FIELRS

“Click” on the Generic Field ** located on the toolbar.

|Contract ID: [F-30004 CO Number: 003 [lieniaeivierbalié ppioxalliates)
|

Additional Information for the Change Order Approval Checklist Document -

Change Order Information

Date Generated:  [02/26/09 B

Dizcretionary Information

Discretionary [D] or Hon-Discretionary [ND]: INon-Discretionary vl

Time Extension Information

Date Initiated: |00./00/00 Date Completed: IDD.-"DD.-"DD L
$0.00

Revised Contract Time
For Standard Specs

55 Completion Date: IDU.-"DD.-"DD or 55 Calender/wWork Days: I

For Supplemental Specs

SP Date: [I0/00/00 or SPDays: [
Additional Information for the Change Order Approval Checklist Document opens.
“Enter” the appropriate Date Generated for the Change Order.

Discretionary Information field is required to be filled in and will not allow the Change
Order to be completed without it.
“Enter” the appropriate Discretionary Information.

Discretionary Information El

L.l
\]}) Discretionary Information: Discretionary (D) of Mon-Discretionary (MO is required,

This message will appear when the CO is changed to pending if the information is not
entered.

FIELRS

To close “Click” on the Generic Field ** located on the toolbar.
“Click” the Save E button located on the toolbar.
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Documents can be added to the change order Header by using the Attachments [
button located on the toolbar.

Attachments

[  The Attachment icon will appear without a paperclip if there are no attachments
associated with the record in the currently opened window.

[  The Attachment icon will appear with a paperclip if attachments are associated
with the record in the currently opened window.

To create an attachment see training document A-2-11-1 Attaching a Document

Adding additional Quantities to an Existing Contract Item

: Overrun/Underrun)
P ansHTO SiteManager

File | Services Window Help

J] eEE Choose Keys CErlH-AlEHE b |
@ Generic Fields Chrl+AlE+G
Attachments

Pracess Status

Calculate Change Order  Chrl+Shift+C
Forward To... Chrl+5hift+F
CO Tkems Chrl4+-Shift+T

CO Time Adjustments  Cerl+Shift+r
Change Order Tracking  Ctrl+Shift+T

Contract ID: [F-30004 CO Number: [003 Tentative Verbal Approval Dates:
Federal: IDD.-"DD.-"DD Local: |00/00/00
CO Created by: IUpdate On: ID2.-"2B.-"DS

Status: I{W vl Approval Level: I

Description: |Enter a Short Description of the Change Order
Reaszon Code: [ERRORS & OMISSIONS, Design Related j
CO Type: |CHAMGE ORDER |
¥ Emergency Work

Functions: |[v Overrun/Underrun [ Force Account Bid Contract Amt: |$858,493.35

= Ef‘"a w‘_"k u Z_em Dollar _ Current Contract Amt: |$858,493.35
[ Time Adjustment [ Final Quantity CO Amount: [§0.00

Reference to:
Dispute: I‘I INDOT

“Click” on Services located on the toolbar.
“Click” on CO Items located on the toolbar.

P aasHTO siteManager
File Edit Services Window Help

(D2 D=ssyE|0)]

Change Order Item " Mew Contract ltem |

Cont ID: R -90004 CO Nbr: W Project Nbr: |
Project Line Item Nbr: I— Item Code: I—
Unit: I— Unit Price: I—
Item and 5 | tal Descriptions:
I
I
I
INDOT Quantity Amount
Contract Bid: | 0,000 |
Approved Change Order: | 0.000 |
Current Contract: | 0.000 | $0.00
Pending Change Order: | 0.000 | $0.00
This Change Order: | 000 [ Force Account Item

The Change Order Items window opens up.
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P ansSHTO siteManager
File Edit | Services Window Help

J] L] Chonse Keys Chrl+alE+E I

——— Rematks Chrl+-AlE+R
Genetic Fields Chrl+-AlE+E
Chang

Process Status

ing Item For CO Shi
Con  change Order Explanation  Ctrl-+5hift+E 003 Project Nbr: |
Project Line Item N-hl: | Item Code: |

Unit: I— Unit Price: I—

Item and Supplemental Descriptions:

INDOT Quantity Amount
Contract Bid: | 0.000 |
Approved Change Oider: | 0.000 |
Current Conbract: | 0.000 | $0.00
Pending Change Oider: | 0.000 | $0.00
This Change Order: | fooo | | Force Account Item

“Click” on Services located on the toolbar

“Click” on Select Existing Item for CO from the dropdown.

ESelect Contract Items =

—Cal

Contract [bems I

Find :

— Contract Items

Project Hbr Catg *roject Item Code Description
INDOT Nbr tem Nb

_|:u:|1 1 STRUCTION ENGINEERING

0001 0002 105-07033 FIELD OFFICE. B

0001 0003 106-03285 FAILED MATERIAL
0001 D004 106-03289 QUALITY ASSURANCE ADJUSTMENT
0001 0005 110-01001 MOBILIZATION & DEMOBILIZATION

(118 | Cancell

The Select Contract Items window opens up. “Double-Click” on the appropriate
Project Nbr and Item Nbr.
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P aASHTO siteManager

File Edit Services Window Help
ml®e2 D Y&

Change Order ltem " Mew Contract Item |

Cont ID: |R -30004 CO Mbr: |DDS Project Nbr: [3620710
Project Line Item Mbr: |06 Item Code: |4D1 07403
Unit: |M egagram [S1] [Metr Unit Price: |$42.SDDDD

Item and Supplemental Descriptions:

|BC/Q4-HMA, 3, 78, INTERMEDIATE, 19.0 mm

INDOT Quantity Amount
Contract Bid: | 1867000 | $EE.597 .50 This item is sub-contracted
Approved Change Order: | 0.000 | $0.00
Current Contract: | 1567.000 | $66.597.50
Pending Change Order: | 0.000 | $0.00
This Change Order: | 200.000 $0.00 [~ Force Account ltem

The Change Order Items window opens up with the appropriate Project Line Item
Nbr information populated. Verify that the correct item was selected and that all of the
information is correct.

“Enter” the appropriate quantity in the This Change Order: Quantity field

“Click” on Save [ located on the toolbar. The Amount will calculate for this item to the
right of the Quantity for This Change Order.

If another item is to be added to this change order, “Click” on Services located on the
toolbar

“Click” on Select Existing Item for CO located on the toolbar and then select
appropriate item and repeat steps for each item added to the change order.

Then “click” on Save & located on the toolbar.
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Adding a New Contract Item
Extra Work

P ansHTO SiteManager

File | Services Window Help

Choose Keys CErlH-AlEHE

LEE b |
E eneric Fields Chri+Al+G

Attachments

Pracess Status

Calculate Change Order  Chrl+Shift+C

Forward To... Chrl+5hift+F
Ctrl+Shift+1

CO Time Adjustments  Cerl+Shift+r

Change Order Tracking  Ctrl+Shift+T

Contract ID: [F-30004 CO Number: [003 Tentative Verbal Approval Dates:
Federal: IDD.-"DD.-"DD Local: |00/00/00
CO Created by: IUpdate On: ID2.-"2B.-"DS

Status: I{W vl Approval Level: I

Description: |Enter a Short Description of the Change Order
Reaszon Code: [ERRORS & OMISSIONS, Design Related j
CO Type: |CHAMGE ORDER |

¥ Emergency Work
Functions: (v 0 fUnd [~ Force A t Bid Contract Amt: IW
[¥' Extra Work I” Zero Dollar Current Contract Amt: IW
[ Time Adjustment [ Final Quantity CO Amount: I$DDD—

Reference to:
Dispute: I‘I INDOT

From the Header window “click’ on Services located on the toolbar.
“Click” on CO Items located on the toolbar.

(If Change Order Items window is still open. “Click” on the New[ button located on
the toolbar. Then “click” on the New Contract Item tab)

P ansHTO SiteManager
File Edit Services Window Help

LI =]

* Change Order ltem " Mew Contract ltem

Contract ID: |F| -90004 Change Order Mbr: IDDS

Contract Line Mbr:

Project Mbr: I Project Line Nbr: I
Item Code: I Units Type: | Spec Year: I

Description: |

Major Item: [~ Unit Price: $.00000
Pay Plan Qty: [ Suppl Desc Req'd: [ Material Discrepancy Adj:[—|

Supplemental Descriptions:

Category Nbr: I

INDOT

“Enter” the new contract line number in the Contract Line Nbr field.
Use the Tab key on the keyboard to open the rest of the fields for the new item.
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CLN Entry Error x|

L ] "_n., Conkrack Line Mumber must be 4 digits,
L

The contract line number must be 4 digits. If 4 digits are not entered this message will
appear.

“Click” OK and “enter” the appropriate new Contract Line Nbr.
x

\l,) LM already exists on this project, Select a different Praject Mumber or enter a different CLR,

If the contract line number exists on the project that is selected this message will appear
“Click” OK and select another project or create a new Contract Line Nbr.

P aasHTO siteManager
File Edit Services ‘Window Help

L PIEE LTI

Ethange Order Items
Change Order Item *" Mew Contract Item
Contract ID: IH -90004 Change Order Nbr: IDD3
Contract Line Mbr: ID‘I 93 Project Mbr: |982D?1D vl Project Line Nbr: I a0
Item Code: Units Type: | Spec Year: I
Description: I
Major ltem: [~ unit Price: | $.00000
Pay Plan Oty [~ Suppl Desc Req'd: [ Material Discrepancy Adj:[—
Supplemental Descriptions:
Category Nbr: IDDEI‘I
INDOT

“Enter” the new project line number in the Project Line Nbr field.
x

! E Project Line Murnber must be 4 digits,
L

The project line number must be 4 digits. If 4 digits are not entered this message will
appear.

“Click” OK and “enter” the appropriate new Project Line Nbr.
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AASHTO SiteManager x|

@ Line itern number already exists in the Project

If the project item number entered is an existing project item on the contract this message
will appear. “Click” OK and enter the new Project Line Nbr.

P aasHTO siteManager
File Edit Services ‘Window Help

ECLERIEETETIE

* Change Order ltem “ New Contract ltem
Contract ID: IF! 90004 Change Order Nbr: IDD3
Contract Line Mbr: Filter Search IPmiecl Mbr: |982D?1D vl Project Line Mbr: I 0140
Item Code: Filter Units Type: | Spec Year: I

Description: Fird
Sart

Major ltem: $.00000
Stiov Filker) Sork

—I—. e [ Suppl Desc Req'd: [~ Material Discrepancy Adj:[—|

Category Nbr: IDDD‘I

INDOT

“Right-click” on the Item Code field then “click” on Search to locate the appropriate
item code which will populate the Unit Type, Spec.Year, and Description fields.

P ansSHTO siteManager

File Edit Services Window Help

=R E T

Ethange Order Items

* Change Order lterm " Mew Contract ltem
Contract 1D: |F| -90004 Change Order Mbr: IDDB
Contract Line Mbr: IEI‘I 93 Project Nbr: |982D?1D vl Project Line Nbr: I oan
Item Code: ISDS-S?B43 Units Type: |Meter [S1) Spec Year: I‘I 995

Description: [EUZZ STRIPS

Hajor ltem: [ Unit Price: I $70.00000

Pay Plan Qty: [ Suppl Desc Req'd: [ Material Discrepancy Adj:[™

Supplemental Descriptions:

EEnter additional descriptive information here if appropriate

Category Mbr: IDDD‘I

INDDT

“Enter” the appropriate unit price in the Unit Price field.

“Enter” additional description in the Supplemental Description field, if appropriate.
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P aasHTO siteManager
[N 2

13 3620710
208-97643

u
[ [

Enter additional descriptive information here if appropriate

INDOT

The Category Nbr. automatically populates if the contract has only one category.

If the Catei ori Nbr field is not i oi ulated there are multii le categories.

0123 0500436
210-07353

“Click” the dropdown arrow and “click” on the appropriate Category number.
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P aasHTO siteManager
(%

120.000

“Click” on the Change Order tab and “enter” the Quantity in the This Change Order
field.

“Click” on the Save button located on the toolbar to calculate the Amount for this new
item.
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Deleting Project Line Numbers from a DRAFT status
Change Order

(Not an original contract item or an item from a previous Change Order)
This 1s to be used when a new project line item is being removed from a

change order where the item was established.

Main Panel Change Orders[+] ]

§ B S m X E

Comtract Draily wafork, Contractor _I:Zhange_ Civil Rightz[+] bd aterialz Aoceszones(+]
Administration[+]  Reports(+] Papments(+] Orders{+] b anagement(+]

T

From the Main Panel, “double-click” Change Orders (+).

Change Orders[+] T Change Order Maintenance(+] ]

| b ain Panel

Bl

GELREINEEE Reports (CO+]  Process List

b aintenancel+]

“Double-click” Change Order Maintenance (+)

td ain Panel T )

Change Order Change Order  Change Order  [tem Summary  Change Order Tracking

[tems Time Explanations Review /
Adjustments Approve

“Double-click” Header.
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¥ Select Contract and Change Order E
Selection
@ Contract 1D |
Find: |
Contract 1D
Contract ID Yendor ID Fed State Proj Nbr Status County Lwl2 Lvl3 Lvl4 Locatiol
R -50001 95-95333959 STP 3387005 ACTY cogy BEOD OW SR 261 AT 0AK
R -50003 95-9933977 STP 3387005 cogy BEOD OW SR 261 AT 0AK
: 5 B
R -30008 99-9993399 STP 3387005 coa? EED OM SR 261 AT DAK
R -30007 99-9993388 STP 3387005 coaz EED ON SR 261 AT 0&K
< >
OK | Cancel |
(13 s 2 .
Double-click” on the appropriate Contract ID.
ﬂSelecl Contract and Change Order
“Selecti
Contract ID | R-g0004
Change Order I
Find : |
—Change Order
CO Nbr Type Gtatus Deszcription

CHANGE ORDER Drraft

Creating work,

0K | Cancell

“Double-click” on the appropriate CO Nbr.
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P AASHTO SiteM anager
Filz | Services “indow Help

J] [Choose eps [Si7] sl ke i? |
EI Generic Fields Ctrl+alt+G
Attachments

Process Status
Calculate Change Order  Chl+Shift+C
Foreard Ta... Ctrl+Shift+F

CO Time Adjustrnents — Crl+Shift+hd
Change Order Tracking  Chil+5Shift+T

Federal: IDD.-"DD.-"DD Local: (000000

Contract ID: [F-5000¢ CO Number: [G0T (Te"‘a““e lerinel) Cyppmed] Defizs

CO Created by: IEIipper, Buzz On: I‘I 0/03/06

Status: m Approval Level: |

Description: |Ereating work,

Reason Code: [COMSTRUCTABILITY, Construction Related j
CO Type: |CHANGE ORDER ;I

[ Emergency Work
Functions: [~ Overrun/Underrun [~ Force Account Bid Contract Amt: IW
[ Extra Work I" Zero Dollar Current Contract Amt: IW
[ Time Adjustment [ Final Quantity CO Amount: I$UDU—

Reference to:

Dispute: I INDOT

Verify the contract is in Draft Status.
“Click” on Services locate on the toolbar.
“Click” on CO Items.

FIAASHTO SiteManager

File Edit Services ‘Window Help
LR INCEETIE

Change Order Item " Mew Contract Item

Cont ID: |F| -90004 CO Mbr: IDD1 Project Nbr: |

Project Line Item Nbr: I Item Code: I
Unil:l Unit Price: |

Item and 5 | tal D p
I
I
INDOT Quantity Amount
Contract Bid: | 0.000 |
Approved Change Order: | 0.000 |
Current Contract: | 0.000 | $0.00
Pending Change Order: | 0.000 | $0.00
Thiz Change Order: | .ooo | [~ Force Account ltem

“Click” on the Open button locate on the toolbar.
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ESelecl Change Order ltem x|

—Selecti
Contract ID | R-g0004
Change Order | iy

Change Order ltems |

Find :
— Change Order

CO Hbr Type Status Description
oo CHAMGE ORDER [Diraft Creating work

Wk | Cancell

“Click” on the Change Order Items button in the top panel to bring up the

list of items on the selected change order.

—Selecti
Cortract ID | r-a0004
Change Order | iy

@ Change Order ltems |

Find : |
— Change Order ltems
Project Hbr Catg Projec Item Code Description
INDOT Mbr _tem Nb
9620710 0001 (0150 |105-07033 FIELD COFFICE. B

9620710 0001 (180 |808-97643 BUZZ STRIPS

0K | Cancell

Doule-click” on the approp riate Proiect Item Nbr.

File Edit Services “Window Help
G TEINCEE TS

Change Order Item " New Contract Item

Cont ID: R -50004 CO Mbr: W Project Nbr: lmm
Project Line ltem Mbr: W Item Code: IW

Unit: W Unit Price: IW

Item and Supplemental Dezcriptions:

|BUZZ STRIFS

|Enter additional descriptive information here if appropriate

INDOT Quantity Amount
Contract Bid: | 0.000 | $0.00
Approved Change Order: | 0.000 | $0.00
Current Contract: | 0.000 | $0.00
Pending Change Order: | 0.000 | $0.00
Thiz Change Order: | 120000 | $8.400.00 [ Force Account Item

“Click” on the Delete =7 button located on the toolbar.
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AASHTO SiteManager =l

.{') Do you wizh to delete this Change Order lbem?

T
ez | Mo I

“Click” Yes to confirm the deletion of this Change Order Item.

“Click” the Close& button located on the toolbar.
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Chani e Order Ex: lanation
ﬂnnsmu SiteManager

File Edit Serwces Window  Help

Choose Keys CErlHAlEHE I
Remarks Chrl4-AlE+-R
Generic Fields anec

Process Status
Select Existing Ikem For aa] CtrI+Sh|Ft+><
Chane

Project Nbr: [5620710 I

“Click” on Services located on the toolbar.
“Click” on Change Order Explanations.

P aasHTO siteManager
File Edit Services Window Help

m®E? DS 9@
Ethange DOrder Explanations

Contract 1D: |F| -90004 Change Order Mbr: 003  Status: IDF!AF

General Change Order Explanations

Seq. Nbr. INDDT Type Date Applied

Adding quantity to item ##t#H#t due to shortage of original ;I
quantity.

Adding new window item due to item missing from the oniginal
contract items. the item ig on the plan sheet 12.

=
“Type” in the explanation for the change order.
“Click” the Saveld button located on the toolbar.

Additional explanations can be entered for the change order by “Clicking” on New [0 and
adding additional explanations.

“Click” on Save [ located on the toolbar.

[

“Click” on the Close & located on the toolbar.

“Click” on the Close & located on the toolbar again, this should bring you back to the
Header.
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Calculating the Change Order

P aaSHTO siteManager
File | Services ‘Window Help

eEE Choose Keys G|l b |
@ Generic Fields Chrl+-Al+G
Attachments

Process Status
Calculate Change Order  Chrl+Shift+C

Forward To... Cerl4+-Shift+F

CO Items Cerl+-Shift+I
CO Time Adjustments  Cerl+Shift+M
Change Order Tracking  Ckrl+5Shift+T

Contract 1D: IH 50004 CO Number: |nu3 "T tative Verbal Approval Dates:

Federal: IDD.-"EID.-"DD Local: |00/00/00

CO Created by: |U|3date On: |D2£2BHDS

Status: m Approval Level: |

Description: IEnter a Short Description of the Change Order

Reason Code: |ERRORS & OMISSIONS, Design Related j
CO Type: |CHANGE ORDER k4|

[+ Emergency Work
Functions: | Overrun/Underrun [ Force Account Bid Contract Amt: W
[ Extra Work I” Zero Dollar Current Contract Amt: IW
[ Time Adjustment [ Final Quantity CO Amount: I$DDD—

Reference to:
Dispute: I‘I INDOT

“Click” on Services located on the toolbar.
“Click” on Calculate Change Order.

The CO Amount field will then automatically be populated with the total amount for this
change order.

Verify that all of the information is correct, then “click” on Save & located on the
toolbar.
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Forwarding a Change Order for Review

While a Change Order is still in the Draft Status it can be reviewed by others who have
Contract Authority to that contract. It will not be approved or denied, but simply
reviewed.

M9 AASHTO SiteManager
File ?

== WWindow  Help

E Generic Fields Chrh+Alt+G

Attachments

Process Status
Calculate Change Order Chrl+Shift+C
Chrl+-Shift+F

CO Trems Ctrl+shift+I
CO Time Adjustrments  Cerl+Shift+M
Change Crder Tracking  Ctrl+Shift+T

Contract ID: R 90004 CO Number: [002 Tentative Verbal Approval Dates:
Federal: |DD£DD£DD Local: (00,0000

CO Created by: [Clipper, Buzz On: [12/16/07

Status: [E[ETIMMMIE ~| Approval Level: |AreaEngineer

Description: |Enter a Short Description of the Change Order

Reason Code: |EF|F|DF|S & OMISSI0NS, Design Related j
CO Type: |CHANGE ORDER ﬂ
[v Emergency Work
Functions: |v Overun/Und [ Force A t Bid Contract Amt: ’W
[ Extra Work [ Zero Dollar Current Contract Amt: [$65849335
[ Time Adjustment [ Final Duantity CO Amount: [§E50000

Reference to:

Dispute: INDOT

While viewing the Header.
“Click” on Services located on the toolbar.

“Click” on Forward To...
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¥ Change Order #002 Review

Groups for Review

Contractor
Local

Departmental

Federal

X

User ID User Name S User ID User Name
Fly. Hyrum D. Add >
Greene, Jade —0 Add Al 3>
Ex=cel, Lynn —
Fault, &sh
Galileo, GiGi
v
| 3
oK | Cancel |

“Click” on the appropriate Groups for Review in the top panel.

“Click” on the appropriate User ID from each Groups for Review in the bottom left
panel.

Then “click” the Add button and the User ID/User Name will move to the right.

3 Change Order #002 Review X
Groups for Review
Contractor
Local
Departmental
Federal
< e
User ID User Name ~ User ID User Name
Fault, &sh
d30lexce Excel. Lynn — ' Add All 3> Fly, Hyrum D
d30ggali Galileo, GiGi [
d30ffarm Farmer, Frank <- Remove
txphant Harna, Paolly <<- Rem All
o —
< e
118 Cancel
[13 s 29
Then “click” on OK.

“Click” on Save I located on the toolbar.

1 } Mail sent

This message will appear when the e-mail(s) have been sent to the SiteManager Inbox of
the reviewer(s).
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Forwarding the Change Order for Approval

File Services Window Help
By D TH2W
ﬂHeader

Contract ID: [F -90004 CO Number: [002 Tentative Verbal Approval Dates:
Federal: |DD£DDJDD Local: (00,/00/00

CO Created by: |Elipper, Buzz On: |‘I 216407

Status: Approval Level: lﬁrea Engineer

Descript|Draft Dezcription of the Change Order

Pending

Reason

co

OMISSI0MS, Design Related j

RDER ~|

[v' Emergency Work

nfUnd [ Force A t Bid Contract Amt: |$658,493.35

Extra Work [ | Zero Dollar Current Contract Amt: [$652,493.25
[ Time Adjustment [ Final Quantity CO Amount: [36.500.00

Reference to:

Dispute: INDOT

From the Change Order Header change the Status from Draft to Pending.

“Click” on Save I located on the toolbar.

AASHTO SiteManager ||

\:{_j Are wou sure you wank ko change the status ko Pending?

ves [

“Click” on Yes.

The Change Order Approval: Groups for Approval window will open.
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= Change Order #002 Approval

Groups for Approval

Area Engineer

< >

User ID User Name User ID User Name

o]

Cancel |

“Click” on the appropriate User Id for each Groups for Approval.
“Click” on the Add button, then select Groups for Approval: Area Engineer
Repeat until all Groups for Approval have an approver associated.

NOTE: You will want to pick yourself as the Contractor and LPA, if appropriate, until
the contactors and LPAs come online with SiteManager. Once the Contractor signs the
Change Order you will have to log on as the Contractor using your own User ID and
password to approve the Change Order before it will go to the next level of approval.
Once the LPA signs the Change Order you will have to log on as LPA using your own
User ID and password to approve the Change Order before it will go to the next level of
approval.

= Change Order, #002 Approval g|

Groups for Approval

Contractor

Area Engineer

User ID

AE

d90zweb
dalex

User HName

Area Engineer

Add >

Excel, Lynn
‘wieb, Sharlat

doug alexander

User ID

User Name

o]

Cancel |

“Select” the appropriate Area Engineer then “Click” on Add.
After all Groups for Approval have been selected, “click” on OK.

AASHTO SiteManager [X]

\14) Mail sent

This message will appear after the SiteManager e-mail is sent to the first User ID that
needs to approve this Change Order. “Click” on OK.
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Approving or Denying a Change Order

This section will explain how to approve or deny a change order.
NOTE: If a change order is denied the creator can change it back to draft and make
changes or if the change order is no longer needed the creator can delete the change order

The Contractor and Local Public Agency (LPA) will sign the printed change order
document when they approve it. After the PE/S received the signed document, the PE/S
will enter the approval status of the change order into SiteManager. The approval
sequence that the PE/s will enter into SiteManager is in this order:

1. Contractor

2. LPA

If additional users are required to approve the change order, then SiteManager will
automatically process the change order to the next approver (i.e. AE, DCE...).

NOTE: Each PE/S will have a Contractor and a LPA user group associated to them. Log
into the appropriate User Group corresponding with the required approval level using
your own User ID and password.

For this exercise log into SiteManager as Contractor: txxphann, password: pass

¥ AASHTO SiteManager

File Services Window Help

B E = o (&

ﬂ In-Box

User Hame Date-Time Subiject
Forward Change Order
|—Ideale | 08/31/07 10:46:56 |Folwald Change Order
|doug alexander | 082907 12:08:20 |Folwald Change Order
| 0828107 12:51:55 |Folwald Change Order
| 08/23/07 13:15:20 |Folwald Change Order

This message will be sent to your In-Box when the change order can be approved or
rejected. Refer to module G-1: SiteManager INBOX for viewing the message.
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E SiteManager Panel

Main Panel Change Orders(+] ]
i @ R A
Contract Draily ' ark: Contractor  atenalz Aocessanes[+]
Administration[+]  Feports(+] Pavrnents[+] b4 anagement[+]

“Double-Click” on Change Orders(+).

E SiteManager Panel

tain Panel Change Orders[+] T Change Order M aintenancel+]

W

EEINGEE Reportz (CO+]  Process List

b aintenancel+]

“Double-click” on Change Order Maintenance(+).

x

Main Panel T Change Orders(+] T Change Order Maintenance[+]

Header Change Order  Change Order  Change Order  [tem Summary Tracking
[tems Tirne E=planationz
Adjustments

“Double-click” on Change Order Review/Approve.

= Change Order ReviewfApproval E|

Selection

@_Eontract D |

Change Orders |

Find: |
Contract 1D

Contract 1D Yendor 1D Fed State Proj Mbr Status County Lvl2 Lvl3 Lvl4 Locatio
dea30004 99-3999366 STP 3387005 ACTY Co8v7 {=:11] OM 5F 261 AT DAK

R 90003 399339377 STP 3387005 £087 860 0N SR 261 AT 04K 4
R -90004 9 5TP lcos7  [ee0 | | [OMSR251AT OAKEG
R 90007 39 3393980 TP 3987005 Co87 860 0N SR 251 AT 04K
R 90011 35.3993993 STP 3387005 cos7 860 0N SR 251 AT 04K 4

“Double-click” on the appropriate Contract ID.

E-1 Page 31 of 54




= Change Order Review/Approval
Selection

Contract ID | R -s0004
. Change Orders |

Find: |
Change Orders

X

CO Hbr Type Ctatus Description
oo CHAMGE ORDER Diraft Creating work.
002 [CHANGE ORDER Enter a Shart Description of the Change Drder

118 Cancel

“Double-click” on the appropriate CO Nbr.

File Edit Services Window Help

ERMTE D2 g- 0

= Change Order Approval

Contract 1D: |R -30004

Approver 1D: |txsphann

CO Mumber: |002
Approval Date: 12/18/07

Name: [Hanna, Polly

Recommendation: * Approved

[ Emergency

" Denied

The Change Order Approval window opens showing the following information:

Contract ID: The Contract ID is the unique identifier for the contract and is
automatically populated.

CO Number: The CO Number is the unique identifier for the Change Order and
is automatically populated.

Approver ID: The Approver ID is the SiteManager user name of the individual
who is approving the Change Order.

Approval Date: The Approval Date field is automatically populated with the
current date.

Name: The Name field is the user associated to the Approver ID.

Emergency: This field is checked when the Change Order involves work needing
quick approval.

Recommendation: This field is populated with either Approved or Denied.
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Comments about the change order can be made by “Clicking” on the Remarks (-~ button
located on the toolbar.

¥ AASHTO SiteManager

File Edit Services Window Help

EREE D EE g ()

= Change Order Approval

Contract 1D: |R -30004 oo e
F .

ke (G R L=l
L} 1 -

Approver 1D: |txxphann

) Enter any comments about either the Approval or Denial of
Name: |Hanna, Pally this change order here |

Recommendation: l_(: Ap

D

“Enter” the comments in the Remarks field.

Close this box by “clicking” on the Remarks £~ button again.
Notice that the Remarks & balloon button now has lines in it showing comments are
located there.

¥ AASHTO SiteManager
File Edit Services Window Help

ERFE D= agld @

= Change Order, Approval
Contract 1D: |R -30004 CO Mumber: 002
Approver ID: |txsphann Approval Date: (12/18/07
Mame: |Hanna, Pally [ Emergency

B dapios i+
F

" Denied

“Click” on the appropriate button for either Approved or Denied.
“Click” on the Save & button located on the toolbar.

AASHITO SiteManager

\:{/ Please Confirm Recammendatian

“Click” the appropriate response to this message.

AASHTO SiteManager [X]

1 ) Mail sent

“Click” on the OK button. The next User in the approval cycle for the change order will
receive a SiteManager Inbox message indicating they have a change order for approval.

“Click” on the Close & button located on the toolbar.
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Creating a Overrun/Underrun and Extra Work Change Order
Exercise E-1-0

Group Exercise

Log into SiteManager as: d90bclip

Enter password: pass
Log in as: PE/S

Navigate from the Main Panel:

“Double-Click” on Change Orders (+) icon

“Double-Click” on Change Order Maintenance (+) icon

“Double-Click” on Header icon

“Click” on Services located on the Toolbar

“Click” on Choose Keys

“Double-Click” on appropriate Contract ID: R90007

Enter Description: Removal of unsuitable material in commercial driveway

Select Reason Code: CONSTRUCTABILITY, Soils Related

Select CO Type: CHANGE ORDER

Select Functions: Overrun/Underrun

“Click” on the Generic Fields button on the toolbar

“Enter” today’s date.

“Click” on the dropdown arrow and select Non-Discretionary.

“Click” on the Generic Fields button to close

“Click” on Save located on the Toolbar

“Click” on Services located on the toolbar, then “Click” on CO Items.

“Click” on the Services locate on the toolbar.

“Click” on Select Existing Item for CO

“Double-click” on Project Item Number 0002 for Project Nbr 962071 Field Office, B
“Enter” the quantity of 1 in the Quantity field.

“Click” on Save located on the Toolbar.

“Click” on Services located on the toolbar, then “Click” on Change Order Explanations.
“Enter” an explanation for this change order.

“Click” on Save located on the Toolbar

“Click” the Close button on the toolbar to return to the Change Order Items window.
“Click” the Close button on the toolbar to return to the Header

“Click” on Services located on the Toolbar, then “Click” on Calculate Change Order.
Change Status to Pending.

“Click” on Save located on the Toolbar

“Add” the User ID’s for Contractor for Approval.

“Add” the User ID’s for Area Engineer for Approval

“Click” on Save located on the Toolbar

“Click” on Close located on the Toolbar
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CHANGE ORDER for TIME ADJUSTMENTS

This section will explain how to add time adjustments to a contract or milestone through
a change order.

NOTE: A header must be created and the Time Adjustment Function check-box, located
in the header, must be checked.

There are three types of time adjustments:

¢ Change in the Contract Completion Date-available only for Contracts with a
Fixed Completion Date.

¢ Change in the number of days associated with a Contract-available for
Contracts with a Work Day or Calendar Day completion.

¢ Change in the number of days associated with a Milestone-available for
Contracts with a Work Days, Calendar Day, or Fixed Completion Date.

L SiteManager Panel

Main Panel Change Orders[+] ]
i S X BH
Contract Draily ok, Contractor l h:lrlg'-'_ b aterialz Accessones(+]
Adminiztration(+]  Reports(+] Favrnerts(+] N[ IS K 1 anagement[+]

From the main panel, “double-click” Change Orders (+).
™ SiteManager Panel

b ain Panel T Change Orders[+] T Change Order Maintenancel+]

35

IGENWNNG I Process List

M aintenancel+]

“Double-click” Change Order Maintenance (+).

™ SiteManager Panel

Main Pansl T Change Orders(+) T Change Order Maintenance[+]

Change Order Ehange Crder Ehange Order  Item Summary  Change Order Tracking
[temsz Time Explanationz Rewview £
Adjustrments Approve

“Double-click” on Header.
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¥ AASHTO SiteManager
File

Wwindow  Help
L

E Generic Fields Ctrl+ak+G

Process Skakus

Contract ID: ’7 CO Number: ’D_ "Tenlalive Yerbal Approval Dates:

Federal: |DD£DD£DD Local: (00,0000
CO Created by: | On: |DD.-"DD.-"DD
Status: ’Drafti Approval Level: |
Description: ] _
Reason Code: | |
CO Type: | ﬂ
[~ Emergency Work
Functions: |~ Overun/Underrun [ Force Account Bid Contract Amt: |$DDD7
[ Extra Work [~ Zero Dollar Current Contract Amt: W
[T Time Adjustment [ Final Quantity CO Amount: W

Reference to:

Dispute: INDOT

The Header window will open up.
“Click” on Services located on the toolbar.

“Click” on Choose Keys.

tract and Change Order,

Selection

Cantract 1D
Find: |
Contract 1D

Contract 1D Yendor 1D Fed State Proj Mbr Status County Lvl2 Lvl3 Lvl4 Locatio
R -30001 99-3999333 STP 3387005 ACTY Co8v7 {=:11] OM 5F 261 AT DAK
R -30003 99-3999377 STP 3387005 ACTY Coav7 {=:11] OM 5F 261 AT DAK §
R -30006 99-3999333 STP 3387005 ACTY Co8v7 {=:11] OM 5F 261 AT DAK
R -30007 99-3999388 STP 3387005 ACTY Co8v7 {=:11] OM 5F 261 AT DAK
< ¥

118 Cancel

“Double-click” on the appropriate Contact ID.
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M9 AASHTO SiteManager

File Services ‘Window Help
Bid D a- 5
EHeader

Contract ID: R -90004 CO Number: [004 fleptategealippealliiot =22
’7Fed9lal: |DD.-"UD.-"DD Local: (00/00/00
CO Created by: |Clippel, Buzz On: |12.-"1 8/07
Status: ’Drafti Approval Level: |
Description: |Enter a short general description for this change order.
Reason Code: |EDNSTHUETABILITY, Utilities Related j
CO Type: |TIME EXTENTION AGREEMENT |
[ Emergency Work
Functions: [ Ovenun/Underun [ Force Account Bid Contract Amt: W
[ Extra Work [ Zero Dollar Current Contract Amt: IW
[v Time Adjustment [ Final Quantity CO Amount: 000
Reference to:
Dispute: r INDOT

Description: “Enter” a short general description for the entire change order.
Reason Code: “Click” on the appropriate Reason Code for the entire order.
CO Type: “Click” on the appropriate CO Type.

“Click” on Functions: Time Adjustment

If this change order is referenced to a Dispute or Claim, “Right-click” on the Dispute
Field and select the appropriate Dispute/Claim.
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FIELKS

“Click” on the Generic Field ** located on the toolbar.

Additional Information for the Change Order Approval Checklist Document

12/16/07
Time Extension Information
Date Initiated: |00/00/00 Date Completed: |00/00/00
$0.00
Revized Contract Time
For Standard Specs
55 Completion Date: |00/00/00 or 55 Calenderork Days:
For Supplemental Specs
SP Date: |00./00/00 or 5P Dayps:

Additional Information for the Change Order Approval Checklist Document opens
up. “Enter” the appropriate information for the Change Order.

Discretionary Information field is required to be filled in and will not allow the Change
Order to be completed without it.
“Enter” the appropriate Discretionary Information.

Discretionary Information il

1 J Discretionary Information: Discretionary (D) or Mon-Discretionary (MDY is reguired,

This message will appear when the CO is changed to pending if the information is not
entered.

FIELKS

To close “Click’ on the Generic Field *** located on the toolbar.

“Click” the Save & button located on the toolbar.

Attachments
[  The Attachment icon will appear without a paperclip if there are no attachments
associated with the record in the currently opened window.
[  The Attachment icon will appear with a paperclip if attachments are associated
with the record in the currently opened window.
To create an attachment see training document A-2-11-1 Attaching a Document

“Click” on Save [ located on the toolbar.
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¥ AASHTO SiteManager

File B =N window  Help
e Choose Keys Chrl+alk+k
E Generic Fields Ctralt+G
Attachments

Process Status

Calculate Change Order Chrl+Shift+C
Forward To... Chrl+-Shift+F
i Items Ctrl+Shift+1

CO Time Adjustments  Ckrl+-Shift+M
Change Crder Tracking  Ctrl+Shift+T

Contract ID: [R 50004 CO Number: [004 fleptatbeapieihialli ppin aliiol=s:
’7 Federal: |DD.-"DD.-"DD Local: (000000
CO Created by: |E|ipper, Buzz On: |1 2M18/07
Status: ’m Approval Level: |
Description: |Enter a short general description for thiz change order.
Reason Code: |EDNSTHUCTABILITY, Ltilities R elated j
CO Type: |TIME EXTENTION AGREEMENT -]
[ Emergency Work
Functions: ([ Overun/Underrun | Force Account Bid Contract Amt: 365849335
[~ Extra Work [~ Zero Dollar Current Contract Amt: ,W
[+ Time Adjustment [ Final Duantity CO Amount: 5000

Reference to:

Dispute: INDOT

“Click” on Services located on the toolbar.
“Click” on CO Time Adjustments located on the toolbar.

¥ AASHTO SiteManager

File Edit ZServices Window Help
BltY D= ad-

oL Change Order Time Adjustments

Contract 1D: |R -30004 Change Order Mbr: o4

Adjusted Contract or  Adjustment Adjustment Date E xplanation
Milestone Days

" For Milestone: * or Contract Completion

Time Adjustment Dayps: |5 Adjusted Completion Date: |00/00/00

Explanation: |There was a delay in the utility relocating the utiliiies resulting in a delay to the Contract|

The Change Order Time Adjustment window opens up. By default the window opens
up with the radio button selected for Contract Completion, if this is for Milestones

select the Milestone radio button.
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¥ AASHTO SiteManager

File Edit Services Window Help

ERMTE DEE a9-d

= Change Order, Time Adjustments

Contract ID: |R -30004 Change Order Mbr: 04
Adjusted Contract or  Adjustment Adjustment Date E xplanation
Milestone Days
N
4 ¥
" For Milestone: * or Contract Completion
Time Adjustment Daps: 5 Adjusted Completion Date: |00/00/00

Ezxplanation: [There was a delay in the utility relocating the utilities resulting in a delay to the Contract|

Time Adjustment Days: Enter the appropriate number of days for this Time
Adjustment.

Explanation: Enter any remarks for this Time Adjustment in the Explanation field.
“Click” on Save & located on the toolbar.

If an additional Time Adjustment is required for the Milestone, “click” on the New [1
button located on the toolbar and enter the required information for the Milestone.

Then “click” on Save B located on the toolbar.
After all of the Time Adjustments are added to this change order “click” on the Save
button located on the toolbar, then follow the steps for adding Change Order

Explanations, Forwarding for Review, and Fowarding the Change Order for
Approval starting on Page 26 of this document.
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Change Order Time Adjustments

Exercise E-1-1 Group Exercise
This exercise will demonstrate how to prepare a Contract Time Adjustment for a Change Order.

Log into SiteManager as: d90afaul

Password: pass
Log in as: PE/S

Navigate from the Main Panel:

“Double-Click” on Change Order (+) icon

“Double-Click” on Change Order Maintenance (+) icon

“Double-Click” on Header.

“Click” on Services on the toolbar to “double-click” Contract ID: R-90004
“Type” in the Description “Adding time to the contract”

“Select” on the Reason Code: CONSTRUCTABILITY, Staging Related
“Select” the CO Type: TIME EXTENTION AGREEMENT

“Click” on the Function checkbox for Time Adjustment

““Click” on the Generic Fields button on the toolbar

“Enter” today’s date

“Click” on the dropdown arrow and select Non-Discretionary.

“Click” on the Generic Fields button to close

“Click” the Save button on the toolbar

“Click” on Services on the toolbar then “click” on CO Time Adjustments
Enter Explanation: “Contract time adjustment due to Utility Work delay”
Enter Time Adjustment Days: “10”

“Click” on Save located on the Toolbar

“Click” on Close located on the Toolbar to exit the Time Adjustment window & return to Header
Change Status to Pending.

“Click” on Save located on the Toolbar

“Add” the User ID’s for Contractor for Approval.

“Add” the User ID’s for Area Engineer for Approval

“Click” on Save located on the Toolbar

“Click” on Close located on the Toolbar to return to the header

“Click” on Close located on the Toolbar to exit the Header window
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ZERO DOLLAR CHANGE ORDER

This section will explain how to create a Zero Dollar Change Order.

NOTE: A header must be created and the Zero Dollar check-box, located in the header,
must be checked.

ﬂ SiteManager Panel

Main Panel Change Orders[+) ]
S X ©HE
Contract D aily Wtk Contractor b aterialz Aoceszones|+]
Adrmimztration[+]  Beparts(+] Paprentz(+] b anagement(+]

From the main panel, “double-click” Change Orders (+).
ﬂ SiteManager Panel

kdain Fanel T Change Orders(+] T Change Order b aintenance|+]

35

GERRENNE  Frocess List

b aintenancel+]

“Double-click” Change Order Maintenance (+).

ﬂ SiteManager Panel

Main Panel T Change Orders(+) T Change Order Maintenance(+]

Change Order  Change Order  Change Order  [kem Summary  Change Order Tracking
[tems Time E xplanationz Rewview
Adiuztments Approve

“Double-click” on Header.
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¥ AASHTO SiteManager
File

Wwindow  Help

aEl Chrl+Al-+E

E Generic Fields Ctrl+ak+G

Process Skakus

Contract ID: ’7 CO Number: ’D_ Tentative Yerbal Approval Dates: ————
’7Fedelal: |DD£DD£DD Local: (00,0000

CO Created by: | On: |DD.-"DD.-"DD
Status: ’Drafti Approval Level: |
Description: _
Reason Code: | |

CO Type: | ﬂ

[~ Emergency Work
Functions: |~ Overun/Underrun [ Force Account Bid Contract Amt: |$DDD7

[ Extra Work [ Zero Dollar Current Contract Amt: [$0.00
[T Time Adjustment [ Final Quantity CO Amount: 0.0

Reference to:

Dispute: INDOT

The Header window will open up.
“Click” on Services located on the toolbar.

“Click” on Choose Keys.

tract and Change Order,

Selection
Cantract 1D
Find: |
Contract 1D
Contract 1D Yendor 1D Fed State Proj Mbr Status County Lvl2 Lvl3 Lvl4 Locatio
R -30001 99-3999333 STP 3387005 ACTY Co8v7 {=:11] OM 5F 261 AT DAK
99-3999377 STP 3387005 Coav7 {=:11] OM 5F 261 AT DAK §

R -30003

b e || o |
R -S0006 93-9933359 STP 3387005 coay EEO OM SR 261 AT 0AK
R -90007 93-9933388 STP 3387005 coay EEO OM SR 261 AT 0AK
< >

118 Cancel
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M9 AASHTO SiteManager

File Services ‘Window Help
Bid D a- 5
EHeader

Contract ID: R -90004 CO Number: [00 fleptategealippealliiot =22
’7Fed9lal: |DD.-"UD.-"DD Local: (00/00/00
CO Created by: |Clippel, Buzz On: |12.-"1 8/07
Status: ’Drafti Approval Level: |
Description: |Enter a short general description of the change order here.
Reason Code: |STANDARDS/SPECS CHANGE, Other |
CO Type: |SUPPLEMENTAL AGREEMENT |
[ Emergency Work
Functions: Bid Contract Amt: W
# = Current Contract Amt: IW
[~ Time Adjustment [ Final Quantity CO Amount: 000
Reference to:
Dispute: l— INDOT

Description: “Enter” a short general description for the entire change order.
Reason Code: “Click” on the appropriate Reason Code for the entire order.
CO Type: “Click” on the appropriate CO Type.

“Click” on Functions: Zero Dollar

If this change order is referenced to a Dispute or Claim, “Right-click” on the Dispute
Field and select the appropriate Dispute/Claim.
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FIELKS

“Click” on the Generic Field ** located on the toolbar.

Additional Information for the Change Order Approval Checklist Document

Change Order Information

Date Generated: [12/16/07

Time Extension Information

Date Initiated: |00/00/00 Date Completed: |00/00/00
$0.00
Revized Contract Time
For Standard Specs
55 Completion Date: |00/00/00 or 55 Calenderork Days:
For Supplemental Specs
SP Date: |00./00/00 or 5P Dayps:

Additional Information for the Change Order Approval Checklist Document opens
up. “Enter” the appropriate Date Generated for the Change Order.

Discretionary Information field is required to be filled in and will not allow the Change
Order to be completed without it.
“Enter” the appropriate Discretionary Information.

Discretionary Information il

-
\]}) Discretionary Information: Discretionary (D) or Mon-Discretionary (MDY is reguired,

This message will appear when the CO is changed to pending if the information is not
entered.

FIELKS

To close “Click’ on the Generic Field *** located on the toolbar.
“Click” the Save B button located on the toolbar.
“Click” on the Close & button located on the toolbar.

Follow the steps for adding Change Order Explanations, Forwarding for Review, and
Fowarding the Change Order for Approval starting on Page 23 of this document.

Attachments

[  The Attachment icon will appear without a paperclip if there are no attachments
associated with the record in the currently opened window.

[  The Attachment icon will appear with a paperclip if attachments are associated
with the record in the currently opened window.

To create an attachment see training document A-2-11-1 Attaching a Document
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Viewing the Item Summary

This section will explain how to view the details of the Items in Change
Orders in any status (Draft, Pending, or Approved).

o SiteManager Panel

Main Panel Change Orders+] ]
Contract Craily ok, Contractor _I_.h:mgn:e_ Matenals Accezsones|+]
Adminiztration[+]  Reportz(+] Favments(+] Orders(+]  NEERERENE (e

From the Main Panel, “double-click” Change Orders (+).

E SiteManager Panel

bl ain Panel T Change DOrders[+] r Change Order Maintenance|+] )

GERRENN N Frocess List
b aintenancel+]

“Double-click” Change Order Maintenance (+).

Eﬁteﬂanager Panel
Main Parel T Change Order Maintenance(+] T |

Header Change Order  Change Order  Change Order  MUENRNIGETE Change Order Tracking
[tems Time E=planationz Review /

Adjustrments Approve

“Double-click” on Item Summary.

E-1 Page 46 of 54



ﬂ Change Order Items Select E]

Selection

Find :

Contact D | R -s0004
T Change Order [tems |

Contract ID

<

Contract ID Yendor ID Fed State Proj Hbr Status County Lvl2 Lvl3 Lvl4 Locatio
R -30001
R -30003
R -50004
R -30008
R -90007

33-3393333 STP 3387003 ACTY C0&7 (=1:11] OM SR 261 AT DAK
STF 3387005 ACTY Cos7 B60 ON SR 261 AT DAK G
lcosr feso | | [OMsR2E1AT OsKE
STP 3387005 ACTY Coaz EED ON SR 261 AT DAK
93-9933358 STP 3387005 ACTY Coay EED OM SR 261 AT DAK

>

The Contract and Change Order Selection Panel will appear with the following
information:

Contract ID: the Contract ID is the identification number assigned to the
contract.

Vendor ID: the Vendor ID is the INDOT assigned number identifying the Prime
Contractor.

Fed State Proj Nbr: the Fed State Proj Nbr is the assigned Federal or State
Project Number.

Status: the Status field indicates the current status of the contract, i.e. Pending,
Active, Complete, Archived.

County: the County field contains a letter and number code identifying the county
where the majority of the work is located.

Lvl 2: the Lvl 2 column indicates the District office administering the contract.

Lvl 3: the Lvl 3 column is not utilized by INDOT.

Lvl 4: the Lvl 4 column is not utilized by INDOT.

Location Description 1: the Location Description 1 column is the description of
the physical limits of the contract.

“Double-click” on the appropriate Contract ID.
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E Change Order, Items Select

X

Selection

Cantract 1D | R-an004
Change Order ltems |
Find: |
Change Order Items
Description Aty on CO Sup
Des:
FIELD OFFICE. B 111.000
GC/GAHMS, 3, 76, INTERMEDIATE, 13.0 mm Er i
SUBGRADE. MODIFIED 250,000
< >

118 Cancel

“Double-click” on the appropriate Item Nbr to be viewed.

¥ AASHTO SiteManager

File Services ‘Window Help

eesll . L=

Contract ID: |R -30004 Prj Nbr: [620710 Line Itm Nbr: 0016
Item Code: [401-07403 Unit: Mg Unit Price: | 4250000
Item Description: [OC/QA-HMA, 2, 76, INTERMEDIATE, 19.
Supp Descl|
Supp Desc?|
Quantity Amount

Contract Bid: [1567.000 |$6,597 50
Approved Change Order: |U |$D.DD
Current Contract: [1567 466,597 50 % Change To Date: |0
Pending Change Order:  [200.000 |$3,500.00

Co

Mbr Quantity Unit Price Amount Status

The information associated to the selected item is available to review. This information
includes;

¢ Contract Bid: includes only the original contract quantities.
e Approved Change Order: includes only the approved CO quantities.

¢ Current Contract: includes only the original contract amount plus the approved
change quantities.

¢ Pending Change Order- includes only the Pending CO quantities
® % Change To Date- computed using only the Approved CO quantities.

NOTE: the quantities associated to a change order in draft status will not be included in
the quantities in the top panel.
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¥ AASHTO SiteManager

File Services Window Help

eeall . L=

Contract ID: |F 90004 Prj Mbr: 8620710 Line Itm Nbr: [0016
Item Code: [401-07403 Unit: Mg Unit Pricez [ 4250000
Item Description: [IC/0AHMA, 3, 75, INTERMEDIATE, 19,
Supp Desc1|
Supp DescZ|
Quantity Amount

Contract Bid: [1567.000 |$66,597 50
Approved Change Order: |U |$D.DD
Current Contract: [1567 [$6E.557 50 % Change To Date: [0
Pending Change Order:  [200.000 |$8.500.00

Co

Mbr Quantity Unit Price Amount Status

The bottom Panel lists the changes made to the work item by individual change order and
the value of each change.

Also the status of the changes is noted as well.

“Click” the Open & button on the toolbar to proceed to another work item.

Or

“Click” on the Close & button on the toolbar to exit Item Summary.
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Viewing the Item Summary

Exercise E-5-T Group Exercise
This exercise will demonstrate how to access the information contain in the Change Order Item
Summary.

Log into SiteManager as: d90afaul

Password: pass
Log in as: PE/S

Navigate from the Main Panel:

“Double-Click” on Change Order (+) icon
“Double-Click” on Change Order Maintenance (+) icon
“Double-Click” on Item Summary icon

“Double-Click” on appropriate Contract ID: R90003
“Double-Click” on appropriate Item Code: 0007
Review information about that item.

What is the Pending Change Order Amount for this item?
“Click” on Close located on the Toolbar.
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Tracking a Change Order

This section will explain how to track the reviewing and approval process of a change
order.

oL SiteManager Panel

Main Panel Change Orders(+] ]

5
@

hd aterialz Aocezsones(+]
bl anagement[+]

Contract D aily Wl ark: Contractor
Administration[+]  Beporta(+] Payments(+]

T Change Orders[+] T Change Order Maintenance(+)

Change Order et i
Maintenancel+]

“Double-click” on Change Order Maintenance (+).

oL SiteManager Panel
tdain Panel T Change Orders(+]
Header Change Order  Change Order Change Order  Iterm Summany Change Order Tracking
[temsz Time E xplanations Rewvigw /
Adjustments Approve

“Double-click” on Tracking.
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= Change0rder Tracking Select E|
Selection

’

Find: |
Contract ID

Contract 1D |
Change Orders |

Contract ID Yendor ID Fed State Proj Hbr Status County Lvl2 Lvl3 Lvl4 Locatio
F -30003

F -30004

R -30007

33-3333377 STP 3387003 ACTY C0&7 (=1:11] OM SR 261 AT DAK

lcosr feso | | [OMsR2s1AT OsKE

93-3933333 STF 3387005 ACTY Cos7 B60 OW SR 261 AT D&k

The Change Order Tracking Select panel will open with the following information:

Contract ID: the Contract ID is the identification number assigned to the
contract.

Vendor ID: the Vendor ID is the INDOT assigned number identifying the Prime
Contractor.

Fed State Proj Nbr: the Fed State Proj Nbr is the assigned Federal or State
Project Number.

Status: the Status field indicates the current status of the contract, i.e. Pending,
Active, Complete, Archived.

County: the County field identifies the county where the majority of the work is
located.

Lvl 2: the Lvl 2 column identified the District office administering the contract.
Lvl 3: the Lvl 3 column is not utilized by INDOT.

Lvl 4: the Lvl 4 column is not utilized by INDOT.

Location Description 1: the Location Description 1 column is the description of
the physical limits of the contract.

“Double-click” on the appropriate Contract ID.

This step will be skipped if a contract is already open.
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= Change0rder Tracking Select §|
Selection

Contract ID | R -s0004
. Change Orders |

Find: |

Change Orders

CO Hbr Type Ctatus Description
oo CHAMGE ORDER Diraft Creating work.

CHANGE ORDER Enter a Short Description of the Change Order

no3 CHAMGE ORDER Diraft Enter a short description of the change order here.
a04 TIME EXTEMTION AGREEMEMNT Diraft Enter a short general deseription for this change order.
005 SUPPLEMENTAL AGREEMENT Diraft Enter a short general deseription abaout the change arder.
006 SUPPLEMENTAL AGREEMEMNT Diraft Enter a short general description of the change order here.
4 >

118 Cancel

“Double-click” on the appropriate Change Order Nbr.

This step will be skipped if a change order is already open.

File Services ‘Window Help

ElrT S

ﬂ Tracking
i CO Header *" CO Tracking List
Contract ID:  |R -30004 Change Order Nbr: o0z
Bent Name Action Date Recom- Remarks
Pate mendation
2/18/07 Hanna, Pally Approval 12/18/07 Approve ',Enter any comments about ether A
the Approval or Denial of this
2/118/07 Farmer, Frank Approval 00/00/00 Action Pending
2M8/07 Fault, Ash Review 00/00/00 Action Pending
218407 Fly, Hyrum D. Review 00/00/00 Action Pending

“Click” on the CO Tracking List tab.

This window will show the Names of the reviewers and/or approvers associated to the
change order, the Action the reviewer took (review or approval), the Date the review or
approval was made, Recommendation, and Remarks.

NOTES:
1. If a requested review or approval has not been made, the comment “Action
Pending” will appear in the Recommendation column.
2. Changing from Pending Status to Draft Status will stop the action of a change
order. The Change Order is effectively recalled.
3. Changing the Status back to Pending will reinitiate the approval/review process.

“Click” the Close & button located on the toolbar.
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Tracking a Change Order

Exercise E-9-T Group Exercise
This exercise will demonstrate how to use the Change Order Tracking function.

Log into SiteManager as: d90afaul

Password: pass
Log in as: PE/S

Navigate from the Main Panel:

“Double-Click” on Change Orders (+) icon
“Double-Click” on Change Order Maintenance (+) icon
“Double-Click” on Tracking icon

“Double-Click” on appropriate Contract ID: R90003
“Double-Click” on appropriate CO Nbr: 1

Review CO Header information

“Click” on CO Tracking List tab

Review CO Tracking List information

What were Frank Farmer’s comments in Review?

“Click” on Close located on the Toolbar
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